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Chief, Mamagement Staf? ; D MAR 1955
Director of lLogistics

Incresse in Table of Organization and Personnel Celling, Office of
istice

REF  : Messgement Steff Survey of Logistics Office dated 30 Pane 1054

25X

o et o B o St s

EUA23 S s o e e v -~
P
i

1.. It is reguested that the T/0 snd per 1

ceiling of the
Office of Logistics be increased hy ome, in ord sgtablias o
£ 5.1& Tlim k posltion 3 e
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peretions EBranch, Supply Ddvision.

2. This Ynit maluntains the file of each requisition, and all

&u@wnﬁ documents prepared es e result of the requisition. The

“ stimated £iling activity for the period 1 July through 31 December
1954 1is shown in enclosure.
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3. During the course of the management survey of bthis Division
{mee Tab "J" of the reference), the esteblisbment of such a position
pue considered, but it was thought thet the file work could be absorbed
distributing it mmong the clerical perscanel of the Unit. Ve have
Found from experience thet this work cannot be abgorbed, snd has re-
sulted in inadequate files and has affected the production of the Undt.
@ [t is therefore proposed to establish s G8-3 File Clerk position, shich

is justified by the volume of the work, so thet the present staff cen
BTy out its bemsic essignments.
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h. The dunties of ide proposed position will include:
&. Filing approximately 130,000 documents a year,

b. Eersening shipping documents sgainst regquisitions Lo
verify item and quentity shipped.

¢. Hecord and issue files on reguest to vericus personnel

(/)vp - &f the Unit, the Division and to the Anditors.,

4. Screen files continually to ensurs ingertion of all
pertinent documents asnd for completion.

5. An Increase in funds in the smount of the basie salary will be
required in Fiseal Year 195G.
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JAMES A, GARRISON
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